Run, View, and Print Reports

Scope

All SFA FM S Responsihilities have the ability to run reportsin SFA FMS.
However, the specific reports that the user can run and the data sets that
the user can use will vary depending on the responsibility that is selected
at the time.

There are a number of standard reports that are applicable to CFO
Accounting Division users available in SFA FMS AP, AR, and GL. Also,
the Oracle Discoverer tool provides additional ad hoc querying and
analytical capabilities. Training on the use of the Discoverer tool is
available through the Oracle Corporation.

System References
N/A

Policy

N/A

Responsibility

All Users
Distribution

N/A

Ownership

N/A

Copyright Oracle Corporation. All rights reserved.

Run, View and Print Reports PROX0005.DOC
Effective 05/22/01 Page 1 of 10 Rev 1



Activity Preface

SFA FM S Users can view and print reports accessible to thelr selected
responsibility on an as needed basis. The procedure steps below describe
running the Trial Balance Detail Report using the SFA CFO General
Ledger Super User responsibility. However, the steps to run any report
are the same for the other responsibilities, though the fields that need to be
entered on the Parameters window will vary depending on the report type
selected.

Run, View, and Print Reports-All Users

E%Navigatm - 5FA CFO Payments Manager =] B3

Responsibility...
Change Password
Payments: Sign On Again
Expand
Collapse

+ Payments Expand Branch
+ View Invoices Expand Al

View Suppliers
+ Other Collapze All

Hemove

Close Other Forms

1. Seect Switch Responsibility from the Special menu. The
“Responsibilities’” window appears.
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E\Eﬁ Reszponsibilities

Find|5% |

Responsikbility
SFA CFO Federal Administrator

SFA CFO General Ledger Super User -@
SFA CFO Payables Superllser
SFA CFO Payments Manager
SFA FFELGA Payahles

SFA Financial Partner Manager
SFA GA Manager

Systerm Administrator

"l

4| | »

Find 0] Cancell

2. Click desired responsibility and click the OK button. The “Navigator
— SFA CFO General Ledger Super User” window appears.

SFA CFD General Ledger Super User
it Gueaps Goo Bolder Special Help

Other:Requests

Review concurrent manager requests

Currency
Consolidation

Reports

Setup

Other
Requests
Notifications
Profile

+ Report 0 Hemove

Close Other Forms
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3. Double-click Other. The Other sub- menu appears.

4. Click Requests and click the Open button. The “Find Request”
window appears.

E%,% Find Requests _ {00
Action Edit Query Gao  Folder Special Help

< My Completed Requests
£ My Requests In Progress
&y

~" Bpecific Requests
Request ID | |

Mame |

Date Submitted I:l
Date Completed

Status o
FPhase -
Requestar | |

I¥ Include Request Set Stages in Query
Order By |Request 1D ‘v|

Find

Submit a Hew Request...* ‘ Clear

©

5. Click the Submit a New Request button. The “Submit a New
Request” window appears.

[E3 Submit a Mew Request
What type of request do you want to run?

(b« Singie Roausst

This allows you to submit an individual request.

" Request Set
This allows you to submit a pre-defined set of

requests.
Cancel 0K 4—@
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6. Click the Single-Request field.

7. Click the OK button The “Submit Request” window appears.

k= j2ubmit Request
ion Edit Guery Go Folder Special Help

— Run this Request... -

Reguest Narne

Farameters

Language

— At these Times...
As Soon As Possible Schedule:., J

— Upon Completion...
[¥ Save all Dutput Files

Notify Completion Options... ‘
Print To
Copy a Prior Request... ‘ Cancel ‘ | Submit Request |

8. Clickthe List of Valuesicon on the “ Submit Request” window to
select from alist of valid values for the Request Name field. The
“Reports’ window appears.

E%Hepnrls
Find[Ta |
|Name |Applicatio=
Trial Balance - Average Cracle PL
Trial Balance - Budget Oracle Pu
Trial Balance - Detail Oracle P
Trial Balance - Encumbrance Oracle PL
Trial Balance - Expanded Oracle PL
Trial Balance - Foreign Currency Detail COracle PL
Trial Balance - Foreign Currency Summary 1 Cracle PL
Trial Balance - Summary 1 Cracle PL
Trial Balance - Summary 2 Cracle PL
Trial Balance - Translation Oracle PL
4 [ o

oo |Corg] o
©)
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9. Click the report name and click the OK button The “Parameters”
window appears.

10. FYI: The parameters differ for every report type. The following
example shows the parameters for the Trail Balance-Detail report.

Eﬂj Parameters

| ¢
.\‘ Pagebreak Segmentl

Pagebreak Segment Low

Pagebreak Segment High
Currency
Period
° Clear Cancel OK

11. Tab to the Pagebreak Segment field and click the List of Values
icon on the Parameters window to select from alist of valid values for
that field.

12. Tab to the Pagebreak Segment Low field and click the List of
Values icon on the Parameters window to select from alist of valid
values for that field. The “SFA COA” window appears.

[ 5FA CoA

Clear ‘ Cancel | OK

13. Tabto the Fund Lowfield and type the fund number or click the List
of Values icon on the “SFA COA” window to sdlect from alist of
valid values.
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14. Click the OK button. The “Parameters” window appears with the
Pagebreak Segment L ow field and the Pagebreak Segment High
field populated.

15. Tabtothe Currency field and click the List of Valuesicon on the
Parameters window to sdect from alist of valid values for that field.

16. Tabtothe Periodfield and click the List of Valuesicon on the
Parameters window to sdlect from alist of valid values for that field.

17. Tabtothe Amount Type field and click the List of Valuesicon on
the Parameters window to select from alist of valid values for that
fied.

18. Click the OK button. The “Submit Request” window appears.

Eg_;aﬁuhmit Request ‘
Action  Edit Query Go Folder Special Help

£l 2

- Run this Request...
Request Mame |Tria| Balance - Detail |
Parameters |Fund.l]23l])(l]1.l]23l])(l]1.USD.Oc‘l-I]1.PTD |

Language "ﬂmerican English

- At these Times...

As Soon As Possible Schedule... ‘

— Upon Completion...
¥ Save all Qutput Files
INotify Completion Options... ‘

Print Ta TESTZ2

Copy a Prior Bequest... Cancel ‘ | Submit Reguest * |

19. Click the Submit Request button. The “Requests’ window appears.
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g’iﬂequests
Action  Edit Query Go

“fider Special Help

Refresh Data | Find Requests Submit a New Request... |
Reguest 1D Farent
Mame Phase Status Farameters
= {11590 Trial Balance - Detail Pending Mormal 1, 50133, 1, 0230X01, 0230X01, USD

Hold Request | View Details... | Wipw Dutaut @

Cancel Request | Diagnostics | Yiewllog.. |

20.

21.

22.

Click the Refresh Data button to update the information on this
window. This window displays the Phase and Status of your report
request. The Phases are: Pending, Running, and Completed. The
Statuses are: Normal and Error. Y ou may need to click the Refresh
Data button multiple times until the request is completed.

-OR-

While the data is being refreshed, you can minimize the “ Requests’
window and open the “Navigator” window to work on other tasks. In
order to check on the progress of your requests, maximize the
“Requests’ window to view the Phase and Status.

Once the Request is completed, click the View Output button to view
the Trial Balance Detail Report. The “Report: request ID - #”
window appears.
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Ef_:sﬁepull: request ID - 11832
Aclion Edit Guery, &

e Bo Falder Jel

Page 1

Font Size U
SFA FMZ EBooks Detail Trial Balance
Period to date for Oct-01
Currency: US3D
Fund Range: 0230X00 to 0Z230X00
Fund: 023000 FEELP Loans-Liguidating (FFY 2000}

Aoocount Description Aocounting Flexfield Beginning Balanc
218001 Loan Guarantee Liabi 02Z30Z00.E.00.218001.ENNCO000.EE7.44000.9 o.oc
213001 Loan Guarantee Lisbi 0230X00.E.00.218001.ENNCOO000.EBET.44000.9 0.0oC
310001 Unexpended Aippropris 0230E00.0.BY.310001.00000000.000.00000.0 0.0oC
461001 Allotments - Realize 0Z30Z00.E.00.461001.ENNCO000.EEY.44000.9 0.oc
490201 Expended Authority - 0Z30X00.E.00.480201.ENNCOO000.EE7.44000.9 o.oc
0.0oC
-

4 | »
Go To... | I< First | < Previous | | Hext > | Last =| ‘

23.

24.

25.

26.

27.

28.

Click the Font Size field to change the font size of the report for
easier viewing.

Usethescroll bar to move through the report.

To print the report, select Copy File from the Special menu. The
report is copied into your Internet browser and can be printed using
the print command of the internet browser.

Once the report prints, close the internet browser window displaying
the report.

Click the X button to close the “Report: Request ID - #” window.
The “Requests’ window appears.

Click the X button to close the “Requests’ window. The “Navigator”
window appears.

End of activity.
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Run, View, &
Print Reports-
All Users

Select Switch
Responsibility from
Special menu.
“Responsibilities”
window appears. (1)
Click desired
responsibility &
click OK button.
“Navigator — SFA CFO
GL Super User”
window appears. (2)
Double-click Other.
Other sub-menu
appears. (3)

Click Requests &
click Open button.
“Find Request”
window appears. (4)
Click Submit a New
Request button.
“Submit a New
Request” window
appears. (5)

Click Single-Request
field. (6)

Click OK button.
“Submit Request”
window appears. (7)
Click List of Values
icon on “Submit
Request” window to
select from a list

of valid values for
Request Name field.
“Reports” window
appears. (8)

Click report name &
click OK button.
“Parameters” window
appears. (9)

FYI: parameters
differ for every
report type.
following example
shows parameters for
Trail Balance-Detail
report. (10)

Tab to Pagebreak
Segment field &
click List of Values
icon on Parameters
window to select
from a list of valid
values for that

field. (11)

Tab to Pagebreak
Segment Low field &
click List of Values
icon on Parameters
window to select
from a list of valid
values for that

field. “SFA COA”
window appears. (12)

I

—

Run, View, &
Print Reports-
All Users

— Tab to Fund Low
field & type fund
number or click List
of Values icon on
“SFA COA” window to
select from a list
of valid values.

(13)

— Click OK button.
“Parameters” window
appears with
Pagebreak Segment
Low field &
Pagebreak Segment
High field
populated. (14)

— Tab to Currency
field & click List
of Values icon on
Parameters window to
select from a list
of valid values for
that field. (15)

— Tab to Period field
& click List of
Values icon on
Parameters window to
select from a list
of valid values for
that field. (16)

— Tab to Amount Type
field & click List
of Values icon on
Parameters window to
select from a list
of valid values for
that field. (17)

— Click OK button.
“Submit Request”
window appears. (18)

— Click Submit Request
button. “Requests”
window appears. (19)

— Click Refresh Data
button to update
info on this window.
This window displays
Phase & Status of
your report request.
Phases : Pending,
Running, &
Completed. Statuses
: Normal & Error.
You may need to
click Refresh Data
button multiple
times until request
is completed. (20)

— While data is being
refreshed, you can
minimize “Requests”
window & open
“Navigator” window
to work on other
tasks. In order to
check on progress of

your requests,
maximize “Requests”
window to view Phase
& Status. (21)

—

Run, View, &
Print Reports-
All Users

— Once Request is
completed, click
View Output button
to view Trial
Balance Detalil
Report. “Report:
request ID - #”
window appears. (22)

— Click Font Size
field to change font
size of report for
easier viewing. (23)

— Use scroll bar to
move through report.
(24)

— To print report,
select Copy File
from Special menu.
report is copied
into your Internet
browser & can be
printed using print
command of internet
browser. (25)

— Once report prints,
close internet
browser window
displaying report.
(26)

— Click X button to
close “Report:
Request ID - #”
window. “Requests”
window appears. (27)

— Click X button to
close “Requests”
window. “Navigator”
window appears. (28)

@

I
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